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NEMCRANDUM POR: ALl Personnel, Document Division
¢ Security Alarm ﬁmtmtiw

¢ Chief, Document .Mvislon Memo of 17 Sept 1962,
Assigrment of Responsibility for the Becure Ares

i. Waan overtime work is scheduled the alarm is svitched to
the night position at the end of ne scheduled overtime rather than
at 1630. The roquirements for motifying the Alarm Contrel Officer
have been changed and we should conform with the following instructicuos:

A. Btaft Duty Officer will call the Alarm Control
Office at 1630 state the appoximate time the alarm will be
svitched to the night position and idemtify himself by badge
maber (Dot name unless ssked).

5. The overtime worker who acoepis the security
responsibility will call again when he is about to secure, identify
Rimsall by badge number, and rtate he is about to secure and set
the alarz on the night position.

2. The Alarm Comtrol Officey soould slso be called prior to
apening or closing the secure arei on & Seturday, Sunday, or Holiday.
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